
LIBRARY- MEDIA CENTER SELECTION PROCEDURES


Selection and Collection Statement:
The selection of collection materials is a cooperative procedure involving faculty, administrators, students, staff and library/media service center staff.  The guidelines for selection help to:

1. prioritize criteria for collection development and maintenance

2. establish the responsibilities of library/media services staff  in the acquisition of materials, and

3. present guidelines for selection of materials specific to subject fields and instructional programs. 

Criteria for Selection/Elimination:
1. The Library/Media Services Center abides by copyright laws in acquisition of material. 

2. The Library/Media Services Center endorses the "Library Bill of Rights" and the principles of that document are considered an integral part of the collection development guidelines.

3. All materials selected are consistent with the mission of the institution.

4. Content rather than format determines the value of an item. 

5. Primary needs constitute those materials based on curricular requirements.  General reference works considered standard in most libraries as well as materials which foster intellectual curiosity and critical thinking, are also priority selections.  As educational programs expand, primary collection needs will expand.

6. After primary needs have been met, consideration is given to other desirable materials which give balance to the collection and which meet leisure, recreational, continuing education, and personal development needs of the students, faculty, business and industry. 

7. The following are generally not purchased due to budget limitations:

-Workbooks except ones used as reference sources

-Consumable materials

-Teacher’s guides or manuals to text

-Multiple copies except where demand requires

8. Gift materials are evaluated by the same criteria as are purchased materials.  Gifts must be appropriate and consistent with the philosophy and purpose of the institution.  The library/media service center accepts no responsibility for appraisal of gift items, nor does the center accept gifts under restricted conditions. 

a. Instructors assess the current collection, survey program needs and present written requests for materials to the library director.  The library staff encourages suggestions for purchase and services. 

b. The Library/Media Services Center staff will focus on the acquisition of new materials in the areas of the allied health, business, technical materials and developmental studies in the areas of instruction, as well as additional technical standards for the reference collection, supplemental and related topics and a sampling for a general collection. 

c. The director of media services receives all requests for materials and checks the current collection and the on-order files so that the quality of the collection will be maintained and duplication will be prevented. 

d. Duplicate copies of titles will be acquired only if there is a very high demand for the title.


9. Guidelines specific to the elimination process:

a. Periodic elimination ensures that the collection continues to meet the criteria of the guidelines.  Worn and out-of-date materials are removed and replaced as needed.

b. The following criteria are considered in making decisions related to the elimination of material:

-Poor physical condition

-Obsolete information

-Replacement by new edition

-Lack of value to collection

-Serials duplicated by CD or other formats

-Excess duplicate copies of seldom used titles

-Adequacy of similar information

-Lack of space

c. Faculty members examine collections in their subject areas on a regular basis to determine which titles are no longer useful or which are out-of-date, worn or superseded. 

d. Materials withdrawn are replaced if available and if the materials still meet the criteria for collection development.

e. Elimination is not used to bias the collection in favor of any viewpoint. 

Procedures for Handling Challenged Materials:
Albany Technical College responds to a request to challenged materials with procedures approved by the Albany Technical College Library Advisory Committee as follows:

1. A "Challenged Material Form" is completed by the person making the challenge and submitted to the Library Director. 

2. A copy of the challenge is sent to the Review Committee consisting of the Vice President of Instruction, the Library Advisory Committee and the Library Director or designated library staff member within two weeks of submission. 

3. The library staff have no less than one week to prepare appropriate background information to assist the Review Committee. 

4. At either the next regularly scheduled Library Advisory Committee meeting (or a specially called meeting if one is not scheduled for the next month) following preparation of background material, the issue is discussed and recommendations made. The review committee makes a final decision. 

5. Principles of the "Library Bill of Rights" are upheld at all times. 

Evaluation:
The Library/Media Services Center is evaluated annually as follows:

1. Library services survey of students, faculty, staff, business and industry

2. Feedback from orientation program, reference questions, and any other comments or suggestions 

3. Analysis of in-house use 

4. Computer search and interlibrary loan requests 

5. Circulation data

6. Survey of student use 

Conduct:
The library is intended as a place of study and research for students.  For this reason no smoking, eating, drinking, unattended children, radios, or unnecessary noise is permitted.

